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1.0 About This Training 

1.1 Introduction 

Thank you for attending the VA TMS Domain Manager and Learning Manager Administrator 

Course. DMs and LMs play an important role in helping VA employees grow professionally.  

Therefore, it is imperative that you are familiar with your responsibilities within the VA TMS.   

This course will be presented as eight separate live webinars referred to as Virtual Instructor-Led 

Trainings (VILTs).  A Web conferencing software tool will be used to conduct the training 

sessions. 

1.2 Course Goal 

The goal of the DM/LM Administrator Course is to provide instruction and interactive practice 

on the core concepts and administrative functions of the VA TMS specific to DM and LM roles.   

Upon successful completion of the course, you will be able to:  

 Navigate and utilize VA TMS functionality 

 Create and configure items and curricula 

 Create and configure online learning 

 Create and configure scheduled offerings 

 Create learning evaluations 

 Assign learning, register participants, and record learning events 

 Run, schedule, and save reports 

1.3 Target Audience 

The participants of the VA TMS DM/LM Administrator Course are new Domain Managers and 

Learning Managers at the VA. 

1.4 Participant Guide 

There is a separate Participant Guide for each DM/LM training session. This Welcome and 

Introduction Participant Guide is divided into three sections: 

 1.0: About This Training 

 2.0: Training Content 

 3.0: Appendix – VA TMS Functions and Associated Roles 

The remaining Participant Guides contain the training content for each specific session including 

PowerPoint slides, demonstrations, and activities for each lesson.  
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NOTE: Print a hardcopy of the Participant Guides to use during training. You will need to 

reference the steps for all demonstrations and activities in these guides while completing steps in 

the VA TMS.  
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1.4.1 Participant Guide Icons 

Icons Description 

 

This icon indicates that there will be a 

demonstration conducted by the instructor within 

the VA TMS TRAIN environment. 

 
This icon indicates that participants will complete 

an activity in VA TMS TRAIN environment. 

 

This icon indicates that there is a job aid available 

for the task. 

1.5 Participant Preparation and Guidelines 

1.5.1 Requirements 

Participants must complete the following for this training: 

 Register for training through the VA TMS. 

 Print a hardcopy of this Participant Guide for use during the training. It will be 

difficult to access it electronically during training. 

 Complete all knowledge checks and a post-assessment exam. 

1.5.2 Demonstrations and System Practice Activities in VA TMS TRAIN Environment 

During this training, you will observe instructor demonstrations and complete system practice 

activities within the VA TMS TRAIN environment. These demos and activities will allow you to 

study and apply what you’ve learned about the features, functions, and processes critical to your 

role within the VA TMS. The steps for each demonstration and activity have been provided in 

this guide so you can follow-along. You may also want to reference these steps after the training. 

1.5.3 Virtual Instructor-Led Training Guidelines 

This training will be delivered as a Virtual Instructor-Led Training (VILT) using Web 

conferencing software. You will need a computer and phone with speakers or headset in order to 

participate in this training. Follow the guidelines below to ensure the best training experience: 

 Print a hardcopy of the Participant Guide to use during training. 

 Be sure to log in to the Web conferencing software and dial in to the conference line 

5 – 10 minutes early. 
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 Mute your phone line for the duration of the training session unless otherwise 

instructed.  

 Use the chat feature for any questions during the session. 

 The instructor may be able to answer your questions immediately. Otherwise, they 

will answer at the end of the training, or send an e-mail afterward.  

1.6 Course Length 

The table below includes a list of all training sessions in the DM/LM series, along with estimated 

times. 

Table 1: DM/LM Administrator Course Sessions 

Session 1 – VA TMS Overview 

Lessons Estimated Time 

Welcome and Introduction 15 minutes 

Lesson 1: Introduction to the VA TMS 30 minutes 

Lesson 2 : Accessing and Navigating the VA TMS 60 minutes 

Lesson 3: Searching in the VA TMS 60 minutes 

Lesson 4: Working with User Records 30 minutes 

Total: 3.25 hours 

Session 2 – Create and Configure Items and Curricula (Part 1 of 2) 

Lessons Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Lesson 1: Relationship of Items, Catalog, and Curricula 15 minutes 

Lesson 2: Create and Configure an Item 90 minutes 

Lesson 3: Substitutes and Prerequisites 45 minutes 

Total: 2.75 hours 

Session 3 – Create and Configure Items and Curricula (Part 2 of 2) 

Lessons Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Review of Session 2 15 minutes 

Lesson 4: Create and Configure Curricula 105 minutes 

Lesson 5: Initial Requirements and Retraining Requirements 
(Event-Based) 

90 minutes 

Total: 3.75 hours 
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Session 4 – Create and Configure Online Learning 

Lessons Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Lesson 1: Online Content Overview 30 minutes 

Lesson 2: Online Content and Packages 45 minutes 

Lesson 3: Items with Online Content 45 minutes 

Total: 2.25 hours 

Session 5 – Create and Configure Scheduled Offerings  

Lessons Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Lesson 1: Overview of Scheduled Offerings 15 minutes 

Lesson 2: Create a Scheduled Offering 45 minutes 

Lesson 3: Segments 30 minutes 

Lesson 4: Copy and Cancel Scheduled Offerings 30 minutes 

Lesson 5: Create a Class/Group Instance 15 minutes 

Total: 2.5 hours 

Session 6 – Learning Evaluation 

Lessons Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Lesson 1: The Evaluation Process 30 minutes 

Lesson 2: Item Evaluation 30 minutes 

Lesson 3: Learning Evaluation 30 minutes 

Lesson 4: Follow-Up Evaluation 30 minutes 

Lesson 5: User Survey Completion 30 minutes 

Lesson 6: Evaluation Reports 30 minutes 

Total: 3.25 hours 

Session 7 – Assign, Register, and Record Learning 

Lessons  Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Lesson 1: Overview of Assignment Methods 15 minutes 

Lesson 2: Manual Assignment Methods 30 minutes 

Lesson 3: Automatic Assignment Methods 105 minutes 
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Lesson 4: Record Learning 30 minutes 

Total: 3.25 hours 

Session 8 – Running Reports 

Lessons Estimated Time 

Welcome and Introduction (if needed) 15 minutes 

Lesson 1: Reports: Interface, Searches and Categories 30 minutes 

Lesson 2: Demonstrate How to Run, Schedule, and Save Reports 45 minutes 

Lesson 3: Organizational Dashboard and Charts 15 minutes 

Course Review and Summary 10 minutes 

Post-Assessment 60 minutes 

Course Evaluation 5 minutes 

Total: 3 hours 

DM/LM VILT Sessions Total 24 hours 
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2.0 Training Content 

2.1 Welcome and Introduction  

VA TMS Domain Manager and Learning 

Manager Administrator Course:

Welcome and Introduction

 

Slide 1: VA TMS Domain Manager and Learning 

Manager Administrator Course: Welcome and 

Introduction 

Notes: 

  

Session [#]Welcome and Introduction

Participant Introductions

• Your name

• Where you work

• One expectation for this 

course

2

 

Slide 2: Participant Introductions 

Notes: 
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Session [#]Welcome and Introduction

Logistics

3

Place cell phones on 

silent

Feel free to ask 

questions

Scheduled 

breaks

 

Slide 3: Logistics 

Notes: 

 

 

 

 

Session [#]Welcome and Introduction

Course Goal

Provide instruction and interactive practice on the 

core concepts and administrative functions of the 

VA TMS specific to DM and LM job functions. 

4

 

Slide 4: Course Goal  

Notes: 
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Session [#]Welcome and Introduction

Course Objectives

After completing this course, you will be able to:

• Navigate and utilize Veterans Administration (VA) Talent 

Management System (TMS) functionality

• Create and configure items and curricula

• Create and configure online learning

• Create and configure scheduled offerings

• Create learning evaluations

• Assign learning, register participants, and record 

learning events

• Run, schedule, and save reports

5

 

Slide 5: Course Objectives 

Notes: 

 

 

 

 

 

Session [#]Welcome and Introduction

Course Structure

• Session 1: VA TMS Overview

• Session 2: Create and Configure Items and Curricula 
(Part 1 of 2)

• Session 3: Create and Configure Items and Curricula          
(Part 2 of 2)

• Session 4: Create and Configure Online Learning

• Session 5: Create and Configure Scheduled Offerings

• Session 6: Evaluation Learning

• Session 7: Assign, Register, and Record Learning

• Session 8: Running Reports

6

 

Slide 6: Course Structure 

Notes: 
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Session [#]Welcome and Introduction

Training Methods

7

Content Presentations

Instructor Demonstrations

Practice Activities

Knowledge Checks

 

Slide 7: Training Methods 

Notes: 

 

 

 

 

 

Session [#]Welcome and Introduction

Participant Guide

This guide contains:

• Copies of all PowerPoint slides

• Space for taking notes

• Directions for completing individual and group 

activities

8

 

Slide 8: Participant Guide 

Notes: 
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Session [#]Welcome and Introduction

Questions?

9

 

Slide 9: Questions 

Notes: 

 



 VA TMS DM/LM Administrator Course 

Training Overview & Participant Welcome 

 

Participant Guide 

 

 
Proprietary and Confidential 14 

3.0 Appendix – VA TMS Functions and Associated Roles 

NOTE: Gray columns indicate add-on roles; white columns indicate stand-alone roles. 

Table 2: VA TMS Functions and Associated Roles 

 

 

 


